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8 June 1984 
MEMORANDUM FOR: DDO Personnel Officer 
FROM: aes 
C/HRPS 
SUBJECT: Manpower Requirements: Clerical and Ops 


1. In response to your request, HRPS has obtained an updated report on 
the clerical and Ops manpower requiremerits. I have included definition sheets 
that clarify the occupational code series for each of the graphed categories, 
as well as a tabular listing of the data itself. Attached are charts 
depicting the requirements and resources for both models. For comparison 
purposes, I have also included a graph depicting the Ops manpower requirements 


as they existed in July 1983. 


Attachments: 

A. Definitions 

B. Manpower Statistics 

Cc. Charts 

D. Models: Clerical and Ops dated May 1984 


DISTRIBUTION: 

Original - Addressee w/att 
1 - Chrono wo/att 
1 - NED Working File w/att 
1 - CT Model File w/att 
J- DDO Projects w/att 
1 - Stayback 
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DEFINITIONS FOR CLERICAL MODEL 


Clerical Requirements: 


Cler Coded - Count of all D Career Service positions with subcategory C 
and ceiling A. 


Non Cler - Additional clerical requirements that consist of all positions 
not coded subcategory C that are occupied by employees with 
subcategory C. 


Unalloc - Portion of D Career Service ceiling that is scheduled to be 
allocated as clerical. 


Clerical Resources: 


Cler Coded - Count of all D Career Service Employees with subcategory C 
and Ceiling A. 


Non-Cler - Number of employees who are in positions that have subcategory 
€ but are not clerical. 
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OPS MANPOWER - MAY 1984 


OPS Requirements a 


OPS Coded Non—Ops Training Other Ops Total 


OPS Resources =[ 


OPS Coded Non—Ops Training Other Ops Total 


PT 


OPS MANPOWER -— July 1983 


Ops Requirements | 


Ops Coded Non—Ops Training Other Ops Total 


Ops Resources {| 


Ops Coded Non-Ops Training Other Ops Total 


Clerical Requirements =| | 


Clerical Coded Non—Clerical Unalloc Total 


Clerical Resources oe 


Clerical Coded No-Clerical Total 


| 
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CLERK 

CLERK STENOGRAPH 
CLERK TYPUS!? 
DATA TRANSCRIBER 
PINANGE CLERK 
INFO CONTROL CLE 
INT OPS RES CLER 
PERS CLERK-TYPIN 
PERSONNEL CLERK 
RECORDS CLERK 
SFCRE TARY 
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FINANCE CLERK 
INT OPS KES CLER 
SECRT TARY 
INE OPS RES CLER 
INTO CONTROL Cl 
RECORDS CLERK 
SECRETARY 

CLERK 

CLERK TYPEST 

INF OPS RFS CLER 
SECRETARY 

INT OPS RES CLER 
SECRE TARY 
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CLERK 

CLERK STENOGRAPH 
CIERK TYPIST 
DATA TRANSCRIBER 
FINANCE CLERK 
INFO CONTROL CLE 
INT OPS RES CLFER 
INTELLIGENCE CLE 
MICROPHOFOGRAPHE 
PERS CLERK-TYPIN 
PERSONNEL CLERK 
RECORDS CLERK 
SECRETARY 
TELEPHONE OPFRAT 
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25X1 OBS occur 

1 PERSONNEL CLERK 

2 PERS CLERK= TYPING 25X1 

3 INT OPS RES CLERK 

4 CLERK 

5 RECORDS CLERK 

6 INFO CONTROL CLERK 

i CLERK STENOGRAPHER 

8 SECRETARY 

9 CLERK TYPHSI 

10 DATA TRANSCRIBER 

W FUNANCE CLERK 
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1 LANGUAGE TRAINEE 
2 DOCUMENT ANALYST 25X1 
3 COVER OPE TCER 
4 COVER ASSISTANT 
5 GEN STAFF OFF 
6 INT OPS RES ANALYST 
7 PERSONNEL ASSESTANT 
a CARFER MGMT ASS] 
9 OVS SUPPORT ASS] 
10 LIAHSON ASSISTANT 
W INT OPS RES ASSI 
12 CABLE ANALYST 
13 INFO CONTROL ASST 
14 INFO CONTROL OFFICER 
15 COMPUTER OPS MANAGER 
16 COMPUTER ASSISTANT 
7 ADMIN ASSISTANT 
18 MGMT ASST 
19 LEGISLATIVE SPLC e 
20 MICROGRAPHIC TECH ( 
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PERSONNEL CLERK 
PERS CLERK-TYPING 
INTERLIGENCE CLERK 
OPS SUPPORT ASSI 
INT OPS RES ASSI 
INT OPS RES CLERK 
CLERK 

RECORDS CLERK 

INFO CONTROL CLERK 
INFO CONTROL ASST 
CLERK STENOGRAPHER 
SLCRE TARY 

CLERK TYPIST 

ADMIN ASSISTANT 
MICROPHO LOGRAPHER 
DATA TRANSCRIBER 
TELEPHONE OPERATOR 
FINANCE ASSISTANT 
FINANCE CLERK 
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TOTAL MERGED DATA FAULE 
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25X1 OBS 


1 Not YET OF TERMINED 
2 LANGUAGE TRATNETE 

3 DOCUMENT ANALYST 

4 COVER OFFICER 

5 COVER ASSISTANT 

6 GEN STAFF OFF 

i INF OPS RES ANALYST 
8 PERSONNEL ASSUSTANT 
q CAREER MGME ASSI 

0 PERSONNEL CLERK 


1 PERS CLERK- FYPENG 
1? INTELL EGENCE CLERK 
13 OPS SUPPORT ASSI 
Hh LIAISON ASSISTANT 
15 INT OPS RES ASSI 
16 INT OPS RES CLERK 
V7 CLERK 

18 RECORDS CLERK 

19 CABLE ANALYST 

20 INFO CONTROL CLERK 
21 tNEO CONTROL ASSI 
22 INFO CONTROL OFFICER 
23 CLERK SEENOGRAPHER 
eu SECRE LEARY 

25 CLERK TYPIST 

26 COMPUTER OPS MANAGER 
27 COMPUTER ASSISTANI 
28 ADMIN ASSISTANT 

Md MGMT ASST 

30 MICROPHO LOGRAPHER 
31 DATA TRANSCRIBER 
30 TEL C PHONE OPERATOR 
33 FINANCE ASSISTANE 
34 FINANCE CLERK 

35 LEGHESEATUVE SPEU 
36 MICROGRAPHIGC TECH 
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D CAREER SERVICE CLERICAL REQUIREMENTS AS OF 31 MAY 1964 
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NOT YE DETERMINED 
LANGUAGE TRAENEE 
DOCUMENT ANALYSI 
COVER OFFICER 

COVER ASSISTANT 
GEN STAPF OFF 

INT OPS RES ANALYST 
PERSONNEL ASSISTANT 
CAREER MGMT ASST 
PERSONNEL CLERK 
PERS CLERK-TYPING 
INTELLIGENCE CLERK 
OPS SUPPORT ASS} 
LIATSON ASSISTANT 
INT OPS RES ASSI 
INT OPS RES CLERK 
CLERK 

RECORDS CLERK 

CABLE ANALYST 

INFO CONEROL CLERK 
INFO CONTROL ASST 
INFO CONTROL OFFICER 
CLERK STENOGRAPHER 
St CRE FARY 

CLERK TYPISH 
COMPUTER OPS MANAGER 
COMPUTER ASSISTANT 
ADMIN ASSISTANT 
MGME ASSI 
MICROPHOTOGRAPHER 
DATA TRANSCRIBER 
TELEPHONE OPERATOR 
FINANCE ASSISTANI 
HiNANCE CLERK 
LEGISLATIVE SPEC 
MICROGRAPHIC TECH 
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